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National Capital Planning Commission

SENIOR EXECUTIVE SERVICE
VACANCY
ANNOUNCEMENT

VACANCY ANNOUNCEMENT NUMBER: 2002-04

OPENS: FEBRUARY 7, 2002 CLOSES: MARCH 8, 2002
POSITION: DEPUTY EXECUTIVE DIRECTOR

PAY PLAN, SERIES: ES-0020

SALARY: ES-02/03

$131,881 TO $137,901 per annum
Includeslocdlity pay for DC, MD, VA, WV

AREA OF CONSIDERATION:  ALL QUALIFIED PERSONS

DUTY STATION National Capital Planning Commission
401 Ninth Street, NW, Suite 500
Washington, DC 20576

MAJOR DUTIES AND RESPONSBILITIES

Serves as Deputy Executive Director, providing professona planning advice for regiond policies. Reportsto the
Executive Director, who serves as adminigrative and technical head of the Commisson staff. |s responsible for
managing its day-to-day operation by securing coordination among the various technicd, planning, and
adminigrative functions under which the activities of the Commission’ sstaff are organized. Actsasstaff advisor to
the Executive Director, Chairman and Members of the Commission. Formulates and recommends policies and
programsfor gpprova by the Commisson Members. Insuresimplementation of policiesand programs approved by
the Commisson members. Servesashigh-level contact and coordinator between the Commisson and thelegidaive
and executive branches of government, Congressona committees, individuad Senators and Congressmen,
Department Secretaries, Heads of independent agencies and offices, the White House and appointed and elected
officids of State and local governments in the Nationa Capital Region. Is consdered to be a knowledgeable
“agency expert” indl technica and community planning matters before the Commission. Guidesthe Commisson
in developing drategiesfor land use,
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THE NATIONAL CAPITAL PLANNING COMMISSION ISAN EQUAL OPPORTUNITY EMPLOYER

development urban renewal, mass trangportation, acquisition of open space, environmental impacts, and historic
preservation matters. Communicateswith the White House and Members of Congress; Congressional committees
and their saffs, Executive Branch cabinet-level agencies, aswell as State and County officias, with respect to all
planning policy matters.  As gppropriate, informs the White House and Congress of the Commission’s plans,
policies and recommendations with a view to coordinating and expediting approva of the Commisson's plans.
Appearswith the Chairman, the Executive Director or other Commission officias, and when appropriate represents
the Commission, before Congressional committees and other legidative bodies for the purpose of explaining the
effect of, and need for, proposed or pending legidation in the area of community planning and devel opment.

THE SENIOR EXECUTIVE SERVICE covers managerid positions above GS-15 in the Federa Service.
Persons appointed to the Service are covered by the federd retirement system, and are digible for health benefits
and lifeinsurance coverage. Career gppointees are eligible for bonuses based on performance in addition to base
pay. Competitive status is not required, veteran's preference does not gpply, and there are no time-in-grade
redtrictions. Persons newly appointed to an SES position must have their managerid qualifications approved by the
Office of Personnd Management (OPM), and will be required to serve a one-year probationary period.

QUALIFICATIONS

Eligibility for this position will be based on a clear showing that the gpplicant has had experience of the scope and
quality sufficient to carry out the assgnments of the position. Incumbent must have a broad understanding and
gppreciation of government organization, procedure and adminigrative abilitiesto conduct and supervisethework of
the Commisson gaff. Duties of this position require the highest degree of judgment, initiative, and objectivity. In
order to quaify, applicants must possess the skills, knowledges and abilities listed in paragraphs A and B below.

COMPETITIVE REQUIREMENTS:

A. Mandatory Professonal/Technical Qualifications

Expert knowledge of planning concepts, principles, techniques and practices, the socid, economic, politicd and
physicad dements involved in human settlements; and the dynamics of change within these dements. Specific
knowledge to identify community needs, resources, and problems, and the ability to assgt citizens in making
decisonson gods, policies, priorities, plans, programs and methods of implementation designed to createaphysicd,
economic, and socid environment in which the human activities desired by the members of the community may
flourish. Incumbent must possess certain persona qualitiesand abilities: for example, andytica and cregtive dbility,
the ability to observe patters and relationships, the ability to organize work, and the persond qudities of tenecity,
imagination and perseverance supported by methodica and orderly work habits. Must have amarked ability to
communiceate, to expressideas ordly, in writing, or by means of sketches and drawings, as circumstances require.
The coordinating role of expert community planners requires the ability to meet and dedl with people, to persuade,
to motivate and to ded diplomaticdly, tactfully, creatively, and condructively. Demondtrated experience in
managing independent agency adminigtrative management programs. Exceptiond skill in writing is required.
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Candidates must have aminimum of ten (10) yearsof professond planning experiencewith at least five (5) yearsin
asenior-leve position. In addition, candidate must have knowledge of, and participated in, the different typesand
levels of community planning and development. Objective andyticd skills and a creative and aesthetic sense of
design and urban image are dso required. Candidates must have the ability to organize

and manage an agency-wide adminigrative management program including accomplishing long- and short-range
planning, establishing efficient organizationa sructures, implementing efficient work procedures and assigning
scheduling and completing work within required time frames. Recognized prominence or high standing within the
professond planning community is desired.

All candidates must meet the minimum experience and educationd requirementsfor this position title and series as
defined by the U.S. Office of Personnel Management Handbook X - 118 Qudification Standardsfor postionsunder
the Generd Schedule, which is avalable in Federal Job Information Centers and federd personnd offices.
Information on these requirements can be obtained by caling Connie M. Harshaw at the Nationa Capita Planning
Commission, on (202) 482-7220, or by email at connie.harshaw@ncpc.gov.

B. OPM Executive Core Qualifications

1. Leading Change

Thiscore qudification encompassesthe ability to devel op and implement an organizationd vison that integrateskey
national and program godls, priorities, values, and other factors. Inherent to it isthe ability to balance change and
continuity--to continualy striveto improve customer service and program performance within thebesc Government
framework, to create a work environment that encourages crestive thinking, and to maintain focus, intendty and
persistence, even under adversity.

-- Exercidang leadership and motivating managersto incorporate vison, strategic planning, and dements of quaity
management into the full range of the organization: s activities; encouraging cregtive thinking and innovation;
influencing others toward a pirit of sarvice dedgning and implementing new or cutting edge
programs/processes.

-- ldentifying and integrating key issues dffecting the organization, including political, economic, socid,
technological, and adminidrative factors.

--  Undergtanding the roles and relationships of the components of the nationd policy making and implementing
process, including the President, political gppointees, Congress, thejudiciary, sateand loca governments, and
interestsgroups; and formulating effective srategiesto baance those interests consstent with the business of the
organizetion.

-- Belng open to change and new information; tolerating ambiguity; adapting behavior and work methods in
response to new information, changing conditions, or unexpected obstacles; adjusting rapidly to new Situations
warranting atention and resolution.

-- Digplayingahigh levd of initiative, effort, and commitment to public service; being proactive and achievement-
oriented; being self-motivated; pursuing saif-devel opment; seeking feedback from others and opportunitiesto
master new knowledge.

-- Deding efectively with pressure; maintaining focus and intengity and remaining perdstent, even under adversty;;
recovering quickly from setbacks.
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Il. Leading People

Thiscorequdificationinvolvesthe ahility to design and implement Srategies, which maximize employee potentid and

foder high ethicd sandards in meeting the organization’s vison, misson, and gods.

-- Providing leadership in setting the workforce's expected performance levels commensurate with the
organization's drategic objectives, ingpiring, motivating, and guiding others toward god accomplishment;
empowering people by sharing power and authority.

--  Promoting qudity through effective use of the organizations performance management system (e.g., establishing
performance standards, appraising staff accomplishments using the devel oped standards, and taking action to
reward counsel, or remove employees, as appropriate).

-- Vauing culturd diversty and other differences; fostering an environment where peoplewho are culturdly diverse
can work together cooperatively and effectively in achieving organizationa goals.

--  Assessing employees unique developmenta needs and providing developmentd opportunities that maximize
employees cgpabilities and contribute to the achievement of organizationa goa's, developing leadershipin others
through coaching and mentoring.

--  Fostering commitment, team spirit, pride, trust, and group identity; taking stepsto prevent Stuationsthat could
result in unpleasant confrontations.

-- Resolving conflictsin apositive and congtructive manner; thisind udes promoting labor/management partnerdips
and deding effectively with employee rdations matters, attending to morde and organizationd climate issues,
handling adminigrative, labor management, and EEO issues, and taking disciplinary actions when other means
have not been successful.

[11. Results Driven

Thiscorequdlification stresses accountability and continuousimprovement. It includesthe ability to maketimely and
effective decisonsand produce results through strategic planning and theimplementation and eva uation of programs
and policies.

-- Understanding and appropriately applying procedures, requirements, regulations and policies related to
specidized expertise; understanding linkages between adminigtrative competencies and misson needs, keeping
current on issues, practices, and procedures in technica areas.

--  Stressing results by formulating strategic program plans which assess policy/program feaegibility and include
redigtic short- and long-term goals and objectives.

-- Exerdsng good judgment in structuring and organizing work and setting priorities, baancing the interests of
clients and readily readjusting priorities to respond to customer demands.

-- Anticipating and identifying, diagnosing, and consulting on potentia or actual problem areasrelating to program
implementation and goa achievement; selecting from dternative courses of corrective action, and taking action
from devel oped contingency plans.

--  Sdtting program standards; holding salf and others accountable for achieving these standards; acting decisively
to modify them to promote customer service and/or the qudity of programs and policies.

--  |dentifying opportunitiesto devel op and market new products and serviceswithin or outsde of the organization;
taking risks to pursue a recognized benefit or advantage.
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V. Business Acumen

The core qudifications involves the ahility to acquire and administer human, financid, materid, and information
resources in a manner which indills public trust and accomplishes the organization:=—s misson, and to use new
technology to enhance decision making.

--  Assessing current and future staffing needs based on organizationa goas and budget redities. Applying merit
principlesto develop, select, and manage a diverse workforce.

--  Overseeing thedlocation of financia resources, identifying codt- effective approaches; establishing and assuring
the use of internd controls for financid systems.

--  Managing the budgetary process, including preparing and justifying a budget and operating the budget under
organizationad and Congressond procedures; understanding the marketing expertise necessary to ensure
gppropriate funding levels.

--  Overseaing procurement and contracting procedures and processes.

-- Integrating and coordinating logistica operations.

--  Ensuring the efficient and cogt- effective development and utilization of management information systems and
other technologica resources that meet the organization's needs; understanding the impact of technologica

changes in the organization.

V. Building CoalitionsCommunication

This core qudification involves the ability to explain, advocate and express facts and ideas in a convincing manner
and negatiatewith individuasand groupsinterndly and externdly. It dso involvesthe ability to develop an expansve
professond network with other organizations, and to identify theinterna and externd politicsthat impact the work
of the organization.

--  Representing and spesking for the organizationa unit and itswork (e.g., presenting explaining, sdling, defining,
and negotiating) to those within and outside the office (e.g., agency heads and other Government executives,
corporate executives, Office of Management and Budget officids, Congressond membersand gaff; the media;
clientde and professond groups); making clear and convincing ord presentations to individuas and groups,
ligening effectively and darifying information; facilitating an open exchange of idees.

--  Egablishing and maintaining working relaionships with internd organizationd units (e.g., other program areas
and gaff support functions); gpproaching each problem situation with a clear perception of organizationd and
palitica redlity; usng contactsto build and strengthen interna support bases; getting understanding and support
from higher level management.

-- Devdoping and enhancing aliances with externd groups (eg., other agencies or firms, sate and locd
governments, Congress, and clientele groups); engaging in cross-functiond activities; finding common ground
with awidening range of stakeholders.

--  Working in groups and teams; conducting briefings and other meetings, gaining cooperation from others to
obtain information and accomplish gods; facilitating win-win stuations.

--  Congdering and responding gppropriately to the needs, fedings, and capabilities of different peoplein different
gtuations; istactful and treats others with respect.

--  Seaing that reports, memoranda, and other documents reflect the position and work of the organization in a
clear, convincing, and organized manner.
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Evaluation M ethod

All candidates will be evauated to determine whether they meet the mandatory professiona/technica qudification
requirements and the mandatory manageria/executive qudifications described above. Those who meet the
mandatory qudifications will be further evduated on the extent to which they exceed the mandatory
manageria/executive qudifications and degree to which they possess the additiond desirable qudifications of
professond reputation/peer recognition; training and education; and honors and awards. Candidates who fail to
meet the mandatory professiona/technica qualification requirementsand the OPM executive core qudificationswill
not receive further congderation by the United States Office of Personne Management (OPM) SES Qualification
Ranking Board (QRB).

Applicants must provide detailed evidence that they possess the required experience, knowledge, skill, ability and
other persond characteristics and must show how and when they were used. This evidence must include clear,
conciseexamplesthat show leve of accomplishment and degree of responsibility. Qualification determinationswill
be based ontheinformation provided. Qudified candidateswill be grouped into broad categories of best qualified,
highly qudified, and minimaly qudified. Thebest-quaified candidateswill be referred to the recommending officid,
aong with written documentation supporting their evaluation. The selection will be based upon review of the
candidate's Resume, OF-612, and/or Curriculum Vitae, Bibliography, references and an interview.

Please provide the names, current addresses, and phone numbers of first and second level supervisors or other
respong ble officids who have knowledge of your work experience so that we can obtain performanceinformation
that will enable usto evauate your performance history.

HOW TO APPLY: To receive congderation for this pogtion, send the following forms to:

NATIONAL CAPITAL PLANNING COMMISSION
Attn: Connie M. Harshaw

401 9™ Street, N.W., Suite 500

Washington, DC 20576

1. A Resume, Optiona Application for Federd Employment (OF-612), Curriculum Vitae, or other application
format of your choice. Please make sure that your application of choice includes at least the following: job
information (announcement number, title, and grade of vacancy); persond information (name,

address, date and place of birth, socid security number); education; work experience; and other job related training,
skills, certificates and licenses (current only), honors, country of citizenship, awards, specia accomplishments,
memberships in professond organizations, and performance awards.

Y our socid security number (SSN) isrequested to uniquely identify your recordsfrom those of other gpplicantswho
may havethe samename. Asalowed by law or Presdentid directive, your SSN isused to seek information about
you from employers, schools, banks, and others who may know you. Failure to provide your SSN on your
gpplication materids will result in your application not being processed.
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2. A current supervisory gppraisd, if avallableand at least two (2) current letters of reference dated within thelast
24 months. The letters of reference should address the candidate’ s capability as related to each of the Executive
Core Qudifications. Please note that Federa agencies are prohibited from accepting and considering politica

recommendations from Members of Congress, Congressonal employees, eected State or bca government
officas, and palitical party officidsin support of your gpplication for employmen.

3. A separate Narrative Satement that describes the gpplicant's qudifications as they reate to each of the
Mandatory Professond/Technicd Qudifications Factorsis required for this postion.

4. A separateNarrative Satement that describesthe applicant's qualifications asthey relate to each of the OPM
Executive Core Qudificationsthat arelisted for thispostionisrequired. Applicantsshoud providework examples
for each of the Executive Core Qudifications (ECQ's) and Technica Questionslisted. The same example may be
used for more than one ECQ. This ECQ supplement should not exceed 10 pages. If you include reference | etters
addressing your ECQ's, they will count as part of your 10 pages. Do not send position descriptions, persona

endorsements, or other unsolicited materias.

APPLICATIONS SUBMITTED WITHOUT ITEMS 24 ABOVE WILL NOT BE CONSIDERED!!

ALL APPLICATIONSMUST BE RECEIVED BY THE CLOSING DATE.

In accordance with U.S. Code 18 (1719), applications received in a postage-paid government envelope will not
be considered.

Origina applications must be submitted (faxed copies of gpplications will not be accepted).

Applicants with disabilities will receive consderation for reasonable accommodetionsin the hiring process for
any physicd, menta, or emotiond impairment. Applicants should submit requests for reasonable
accommodation with their job applications and provide supporting medical documentation. The decison on
granting reasonable accommodation will be on a case-by-case basis.

Male gpplicants who were born after December 31, 1959, are required to complete a Certification Statement
for Sdlective Service Regidration prior to gppointment. Failure to comply may be grounds for withdrawa of an
offer of employment, or dismissal after gppointment.

Sdection for the position will be made without discrimination as to race, color, religion, netiona origin, sex, age,
marital gatus, lawful politica affiliation, physica handicap, or other non-merit considerations.

Trave expensesincluding the shipment of household goods and persona effects are authorized. Selectee must
Sgn an agreement in writing to remain in the service of the Government for 12 months following the effective
date of appointment, unless separated for reasons beyond his’her control that are acceptable to the
Commisson.

Applicants may be required to submit to drug testing.



Page 8 of 8

Appointment is subject to successful completion of abackground investigation. Selectee must be able to obtain
and maintain aSECRET security clearance. If you make afase statement in any part of your application, you
may not be hired; you may be fired after you begin work; or you may be subject to fine, imprisonment, or other
disciplinary action.

Sdlectee will be required to complete a Confidentia Financid Disclosure Report, OGE-450, prior to entering
on duty and annudly theregfter.

Trave within and outside of the continental United States is required.

SELECTEE, IF NOT PRESENTLY SES, MUST SERVE A ONE-YEAR PROBATIONARY PERIOD



